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Before registering online through the Odyssey portal, the agency chief or designee for 

the agency you are employed with will need to complete the Odyssey access request 

form (form number PGN-59) for each employee. A link to this form is located in the 

“notification” portlet on the portal’s homepage. Please note that up to 16 employees 

can be listed on a single Odyssey access request form. Please see below for a sample 

form—each highlighted area needs to be completed in its entirety. 
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Please also note that the Odyssey access request form has a drop down menu for 

“delete current portal user” (as indicated above) – it is each agency’s responsibility to 

notify the Court via this form for all employees who separate their employment from 

said agency. Once the form has been completed, please scan and e-mail it to 

portal@fresno.courts.ca.gov.  

 

After the form has been submitted, each employee listed on the form will need to 

register electronically on the Odyssey portal and request access through the portal’s 

registration system.  To begin that process, please proceed to page three.

mailto:portal@fresno.courts.ca.gov
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To begin, access the Odyssey portal homepage. When first accessing the portal, you 

will need to click “register” at the top of the homepage to begin the registration 

process. 

 

Next, you will be prompted with a registration form. 
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Complete each field on the registration form and click “next” once complete. 

 

After submitting your registration form, you will be prompted with the following 

notification. 

 

Click “finish,” and within minutes, you will receive an e-mail notification at the e-mail 

address you provided on your registration form. 
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This e-mail will inform you that your registration form has been received; you will need to 

click the “Odyssey Portal” link in the e-mail text to confirm you indeed placed the 

request. 

 

After clicking the “Odyssey Portal” link, you will receive the following prompt on the 

Odyssey Portal web page. 

 

Next, click “sign in” (or log in as noted in the above prompt) at the top of the 

homepage to continue with the registration process. 
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After clicking “sign in,” you will be prompted with a login screen requesting you to enter 

your newly-created credentials. Your username is the e-mail address you provided. 

 

Next, the system will prompt you to enter a role based upon the level of access you are 

requesting. 

 

Depending on your job function, please select the applicable role in the drop-down 

menu that appears. 
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After selecting your role, the system will take you to a request access page. You will 

need to enter your name, title, agency, and business telephone number. Furthermore, 

you will need to read and accept the Terms and Conditions. 

 

After completing the four required questions and accepting the Terms and Conditions, 

please click “submit” to continue. 
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After clicking “submit,” you will be prompted with a notice that your access request has 

been submitted. Click “home” to continue. 

 

After clicking “home,” the following prompt will appear requesting you check your e-

mail. 
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Within minutes, you will receive the below-mentioned e-mail providing you notice that 

the Court has received your access request. The Court will review your request in the 

order it was received. 
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After the Court has approved your request, you will receive the below-mentioned 

confirmation. You may now log in to the Odyssey Portal with your login credentials—you 

will now have elevated access. 
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If your request is denied, you will receive the following e-mail. The reason for denial is 

also contained in this e-mail. 

 

You may re-request access if your department did not submit an Odyssey access 

request form. After the Court receives the Odyssey access request form, you will need 

to sign in using the credentials you created earlier in this procedure, and click the drop-

down menu by your name as noted below. 
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Once your request is approved, you will receive the below-mentioned confirmation. 

You may now log in to the Odyssey Portal with your login credentials—you will now 

have elevated access. 

 

 


